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ki CONFIDENTIAL 
. Security Information 


ib areg howl: 


: “0 September 1952 


| PERSONNEL DIRECTOR MEMORANDUM Wo. L352 


2 ; 

SUBJECT 3 PERSONNEL | EVALUATION REPORT PROCEDURES : ee 

EEE MENGES: {ay CTA Regulation dated y "goguat 1958 25X1 
(b} CIA Notice No. di August 1952 | 
(c) CIA Notice Noo a oe 1932 


3. This memorandum expplements the referenced. inst sruetions by 
peastribing interim procedures for notifying operating officials af 
Personne) Kvaluation Reporte due during the initiation. of thse program 


(Phase 2) and for the Sau ng of. completed reports within the Par 
sonnel OfLfies. ao ar? 


2, The Trangactiona and Records Branches are responsibie for 
notifying the offiee concerned of the due date of a Persone) 
Evaluation Report. Service Record Cards (S¥=7) will be tabbed ta 
indicate initial and annual report dates as follows: 


ao! From 1. Oetober through 32. December 1952, amuat - 
reparte will he ad agordance with the svaluation 
achedule in CIA Por each individual whe will 25X1 
have completed « MIM mine months service as ‘of | 
iL Oeteabar 1952. 


PN 
Ree 


Oa, 


ao Effects ve. L Ochehar 1952, inktial reports will be 
prapared for each individual who completer his firet nine 


months of service with the Agency as of the date such sarvice 
ane completed. : 


Ln Effec tive | june 1953; annual reperte will be pres 
pared on the anniversary of cach individual's entrances on 
duty tr date :. 


ae Porm No. 37~-151A, Routing. aad Action Slip for Parsondel 
Evaluation Reporte, shall serve as « motification to the offies 
concerned of the due date of a report. This form shall be pra= 
pared in duplicate ty the appropriates Transactions and Recorde 
Branch and the original forwarded ta the Evaluation Officer of the 
office convernsd, The copy will ve retained for followup on tho 


return of the completed report and wid be destroyed when the report 
ie received for Satine 
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hie completed reporte delivered to the Transactions and Records 
ich will be noted on the mspensa copy of the Forn 27«1S1A and 
jaded to the Placement tranck for Fevieu and necestary action. 


lied 


= processing in the Placement. Rearch, mports will! be returned 


ried the Vransactions ancl Records Preneak. for filing. 
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